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Welcome to 
Big E-Z® Receivables & Payables 
for Microsoft® Excel 



Overview 

Big E-Z® Receivables & Payables will enable you to track who owes you money 
and to whom you owe money at any given time. Beyond that you will know how 
old the invoices are and can sort the information to determine how many 
customers you billed in a particular month or quarter. You can also determine 
how many customers ordered a particular product or service. 

Tracking receivables and payables is critical to cash flow management; if you 
know how much money you are expecting to collect from your customers in the 
next couple of months you will have a better idea of how much you can pay your 
vendors. This will help you make better business decisions. 

Microsoft® Excel 97 or later is required to use Big E-Z® Receivables & Payables. 



Getting Started 



Open and Name a Workbook 

Start by opening a workbook. Locate Big E-Z® Receivables & Payables in the 
template folder of your Microsoft® Excel program (you must have installed 
Big E-Z® Receivables & Payables as instructed — this may require an adjustment 
to your Excel security level — to determine your security level setting click on 
Tools, Macro and Security). To do so, click on File, New, Big E-Z® Receivable & 
Payables. Once it's open you need to name it by clicking on File, Save As and 
typing in a file name such as MyCompany200XReceivables. 

This software functions either as Receivables or Payables. If you also need to 
track payables repeat the Open and Name a Workbook instructions above and 
title appropriately such as MyCompany200XPayables. 

It is a good idea to keep all of your Big E-Z® workbooks in one folder. To do this 
click on File, Open, then click on the yellow folder icon (create new folder), type 
in a name like Big E-Z Workbooks and click OK. 



Complete the Settings Worksheet 

You will want to complete the Settings worksheet with your company name and 
ending date. 



Entering Data 



Now you are ready to enter your data in the Detail worksheet. The color-shaded 
areas will automatically calculate for you. Follow the Show Help button 
instructions on each worksheet to help you enter data and to sort the information 
as needed. 



Basic Worksheets 

Big E-Z® Receivables & Payables is composed of four worksheets: 

The Settings worksheet is for recording your business name and the date of 
your records . 

The Detail worksheet is for recording all the invoice, credit memo and payment 
details. 

The Aging worksheet will summarize the invoice and payment detail into 
columns for current, 30 days, 60 days, and 90 days or older. 




Note: No changes can be made to the Aging worksheet, it is for summary 
purposes only. 



The Summary worksheet will keep running totals of all your details. You may 
filter (sort) the data to view all invoices and checks by customer or vendor. 




Note: No changes can be made to the Summary worksheet, it is for summary 
purposes only. 



Additional Buttons 



The Show Help/Hide Help buttons will help you to enter information into the 
correct areas on each of the worksheets. Each worksheet has its own Help 
button, which must be turned on and off individually. 

The Print button will give you a preview of the report you are about to print. Print 
only the pages you need by changing the print range. We designed the Print 
button to make it user friendly but you may need to make adjustments to the 
settings on Microsoft® Excel's Page Setup. If you would like to return to the Big 
E-Z default print settings open a new Big E-Z workbook, click on the desired 
worksheet tab, click on Print Report, Setup to view the Page Setup settings. 



Making Changes 



The flexibility of Microsoft® Excel allows the experienced user to create formulas 
that add further automation and functionality. Please note: Big E-Z Bookkeeping 
Co. does not provide customer support in regards to adding, deleting, or 
changing formulas, or returning the program to its original form as a result of 
added formulas or program modifications. 




Detail Worksheet 



This is what the Detail worksheet looks like after entering invoices and payments. 
(We used an Ending Date of 08/31/03 on the Settings worksheet) 
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Aging Worksheet 

This is what the Aging worksheet looks like after entering invoices and payments. 
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Summary Worksheet 



The Summary worksheet shows all the details for each customer or vendor and 
also shows a Grand Total and looks like this: 
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Useful Features 



Once your data is entered you may sort the information in many useful ways. 
See the following screen shots for some examples: 



Filter by Description — Screenshots 

You can filter (sort) the data by description. Let's say you wanted to see a list of 
all customers who had roofs repaired. You would click on the arrow button to the 
right of the column heading Description, then click on Repaired roof: 
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Yo ur screen would then look like this: 
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Filter Invoices by Date — Screenshots 

You can filter (sort) your data by date. Let's say you wanted to see the total of all 
invoices issued for the month of July 2003. You would click on the arrow next to 
the Type and click on Invoice. Your screen will look like this: 
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And then your screen will then look like this: 
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Now click on the arrow button to the right of Inv Date, and click Custom. 
Your screen will look like this: 
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Complete the Custom AutoFilter dialog box to look like this: 
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Your screen will have all of July's invoices listed. Now to get a total of July's 
invoices, highlight the amount cells and look at the bottom of the page for the 
Sum=2,850.00. If this is not visible click on View, Status bar and it should appear. 
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Filter Mode 




Big E-Z Help Feature 

To make the Big E-Z experience E-Z for you we've created a unique help feature 
to assist you with your bookkeeping. Just click the Show Help button on each 
page. This will launch step-by-step instructions right on the screen where you are 
working. Arrows point where numbers, names, dates, and other information 
should be entered. See screenshot below: 



Microsoft Excel BIG E-Z ARtAP 3.01 



j File Edit View Insert Format Tools Data Window Help 



EI 



D^H # & ^ J{. 3i IS <? « - 



Hide Help 



Print 



Report | 



H I I 



Inv Date - Pint Date T Type t Company 



t [Description t| Reference T|Amount T | Days | Age 



1 a. Enter the 
date of the 
invoice, orthe 
date of the 
invoice against 
which payment 
is being 
applied. 



2. Enter the type of 
transaction such as 
invoice, credit memo or 
payment. 




5. Enter a reference 
number such as invoice, 
check, PO, etc. 



Note: Copy down the 
formulas in the Days and 
Age columns as needed. To 
do this, highlight the cells 
and click on Edit, Fill, Down. 



3. Enterthe company or 
person involved in the 
transaction. 



1 b. For Payments Only-Enter the date of 
the payment and enterthe original 
invoice date in Column A. 



4. Enter a brief 
description forthe 
transaction. 



This figu 
values in 
regardle: 
are filter* 



6. Enterthe amount of the 
transaction. Enter a minus sign ( - ) 
before the amount when entering 
credit memos and payments. 



How to Fill in the Detail Worksheet 



Enterthe date of the transaction. 

Enterthe type of the transaction. 

Enterthe company or person involved in the transaction. 

Enter a description of the transaction. 

Enter a reference number associated with the transaction. 

Enterthe amount of the transaction. 
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Happy Bookkeeping! 

We certainly hope you enjoy using Big E-Z Bookkeeping Software and will let 
your friends and business associates know about our products. Visit us often at 
www.biqez.com to view a list of Frequently Asked Questions and to see what's 
new! 



Big E-Z Bookkeeping Co., P.O. Box 531707, Livonia, Michigan 48153-1707 1-734-462-2727 



